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              POLICY MANUAL 
 
In accordance with Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 
1990, Harcum College, through the Office of Disability Services (ODS), will provide appropriate and 
reasonable accommodations to qualified students who have documented physical, learning, psychological or 
other disabilities that ensure equal access to the College’s educational programs, services and activities.  
 
The Office of Disability Services provides a number of supports to qualified students who are registered for 
services. These can include: specialized  tutoring, assistive technology, adaptive equipment, workshops, 
study strategies, time management and organization skills. ODS currently offers Kurzweil 3000, educational 
technology for students with learning differences.   

Disability is any physical or mental impairment that substantially limits one or more major life activities. 
 
Qualified Student with a Disability is a student with a disability who meets the academic and technical 
standards required for admission or participation in the College’s educational program or activity. 
 
Reasonable Accommodation is any modification or adjustment that “levels the playing field” and enables a 
qualified student, applicant, or employee with a disability to enjoy equal educational or employment 
opportunities and participate fully in all programs and activities. A modification or adjustment is not 
reasonable if it imposes an undue burden on the College or fundamentally alters an educational program.  
 
Essential Functions means the fundamental duties of the position the individual with a disability holds or 
desires. The term “essential functions” does not include the marginal functions of the position. A job 
function may be considered essential for any of several reasons, including, but not limited to, the following: 
a) the position exists to perform the function; b) there are a limited number of employees available who 
could perform the function; and/or c) the function is highly specialized so that the incumbent in the 
position is hired for his or her expertise or ability to perform the particular function. 
 
Interactive Process begins with the student role to self identify and discuss the impacts of his/her 
disability, provide information/documentation on an as-needed basis, and share these disability 
accommodations that have been effective in the past. The Office of Disability Services role in the 
interactive process is to work with the students and his/her instructors to identify barriers to accessing the 
course, program, service, or activity and recommend reasonable accommodations that mitigate impact of 
the barriers but do not fundamentally alter the essential functions of the course, program, service, or 
activity.The instructor’s role in the interactive process is to share his/her knowledge of the essential 
elements of the course or program. It is also the instructor’s role to contact the Office of Disability Services 
if he/she believes that the recommended academic accommodations compromise the essential requirements 
of a course/program or fundamentally alter a course/program. 
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DISABILITY DOCUMENTATION REQUIREMENTS 
The student must submit appropriate documentation that presents an impairment or condition that 
substantially limits one or more major life activities. The documentation must also be up-to-date, addressing 
current levels of functioning and the current impact of the impairment or condition in the academic 
environment.  

Learning Disability Documentation:                                                                                                
A psycho-educational evaluation by a licensed psychologist or an evaluation report by a school district 
within three years of enrollment date at Harcum College, which includes:  

 A clearly stated diagnosis of a learning disability.  

 A statement that the learning disability poses a substantial limitation to learning.  

 A description of strengths and weaknesses (functional limitations).  

 All tests and subtest scores (scaled, standard, and percentile) from a cognitive evaluation 
(WAIS-III) completed within three years of enrollment at Harcum College.  

 All tests and subtest scores (grade equivalent, standard and percentile) from recent reading 
(decoding and comprehension), math (computation and application), spelling, and written 
language achievement tests (Woodcock-Johnson III, WIAT, or other appropriately normed 
tests) completed within three years of enrollment at Harcum College.  

 Recommendations for accommodations appropriate for college students with learning 
disabilities, based on the student's functional limitations in an academic environment.  

 
Attention Deficit/Hyperactivity Disorder (ADD/ADHD) Documentation: 
An evaluation by a psychiatrist, neurologist, licensed psychologist, or an evaluation report by a school 
district official within three years of enrollment date at Harcum College, which includes:  
 

 A clearly stated diagnosis of ADD/ADHD and the date of last contact with the student.  

 A statement that the ADD/ADHD poses a substantial limitation to learning. 

 A description of the symptoms which meet the criteria for the diagnosis, 
instruments/procedures used to make the diagnosis (including all scores from cognitive and 
academic tests), and current relevant medications, including dosages and frequencies.  

 Recommendations for accommodations appropriate for college students with ADD/ADHD, 
based on the student's functional limitations in an academic environment.  

 
Psychiatric, Neurological, or Medical Disability Documentation: 
An evaluation by a medical doctor, psychiatrist, or licensed psychologist, within three years of enrollment 
date at Harcum College that includes:  

 

 A clearly stated diagnosis (DSM-V diagnosis if applicable) and description of the disability.  

 A statement that the disability poses a substantial limitation to learning or other basic life 
process.  

 The functional limitations in an academic environment and/or campus living environment as 
well as other settings.  

 Relevant information regarding current treatment and medications.  

 Recommendations for accommodations appropriate for college students based on student's 

functional limitations. 
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Mobility, Visual, and Hearing Impairments:   
Documentation may be required from a qualified professional, depending on the disability and 
accommodations requested. Contact the Director of Disability Services to discuss the type of 
documentation that may be required.   

 
PROCEDURES FOR RECEIVING ACCOMMODATIONS 

While requests for disability services may be made at any time, students are strongly encouraged to submit 
requests as early in the semester as possible. Doing so will facilitate the timely provision of accommodations 
approved by the Office of Disability Services.  

            
REQUESTING ACCOMMMODATION 
 

 Students should submit documentation about the disability or disabilities to the Office of Disability 
Services. You can send or deliver the documentation to Room B6 in the Academic Center. The 

mailing address is:  Harcum College, 750 Montgomery Ave, Bryn Mawr, PA 19010.  
 The student must schedule an appointment to discuss his/her request with ODS. The interactive 

process is designed to be a collaborative experience, allowing students to work directly with the 
ODS staff to discuss the specific impact of their condition, to identify barriers that exist for them in 
the given environment and to determine possible reasonable accommodations that could provide 
them with equal access. 

DETERMINING ACCOMMODATION 

ODS considers all requests on a case-by-case basis. ODS will make a determination of reasonable and 
appropriate accommodations based on the request for accommodations, the supporting documentation, the 
interactive discussion between the student and ODS staff, and the essential learning outcomes of the 
relevant programs, courses, and activities at Harcum College. ODS strives to make this determination in a 
timely manner. However, the student must follow all prior steps in order for ODS to have the ability to 
move the process forward. 

 The request may be denied if the student does not make a prior request for accommodations 
through ODS or engage in the interactive process with an ODS staff member. If the documentation 
submitted does not sufficiently support the requested accommodation, the request may also be 
denied. 

 Approved accommodations are intended to minimize the impact of the disability in the given 
environment while maintaining the academic integrity of the course, program or activity. Should the 
student be granted reasonable accommodations by ODS, an Accommodations Compliance 
Assurance Form ("ACAF") will be issued to the student, specifying the accommodations to which 
he/she is entitled only for the current academic term. 

IMPLEMENTING  ACCOMODATIONS   

 It is the responsibility of the student to submit the ACAF to his/ her instructor. The instructor signs 
the ACAF and then the student distributes the triplicate form. Give the yellow copy to your 
instructor, return the white copy to the Office of Disability Services and retain the pink copy for 
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your records. ODS strongly recommends that students share ACAFs as soon as reasonably possible 
to ensure the fullest benefit of the ACAF.  

 Accommodations Compliance Assurance Form ("ACAF") must be updated each academic term. 
Students are strongly encouraged to complete these during the first week classes of each semester.  
If the student believes that changes or additions to the ACAF may be appropriate,  he/she can 
discuss this with ODS staff.  

 Retroactive accommodations will not be permitted.  

 Implementing accommodations is the shared responsibility of students, instructors and other 
professional staff members. A collaborative effort will ensure that students have equal access to 
Harcum College’s educational programs, services and activities.  

PROCEDURES FOR REQUESTING ACCOMMODATIONS 
 

ACCUPLACER® testing: 

Students who have a documented disability that would prevent them from taking the  
ACCUPLACER® test under standard conditions may request accommodations through the Office of 
Disability Services. Accommodated testing is offered by appointment only after appropriate documentation 
has been submitted and reviewed.  ACCUPLACER® is untimed, so a request for extended time is 
unnecessary.  

 
Testing:   
All exams/quizzes must be scheduled one week in advance online at www.harcum.edu/odsrequest.  
Without an appointment, there is no guarantee the request can be fulfilled.  Students must also inform the 
faculty member that he/she is testing with ODS for a particular exam/quiz. Once the exam/quiz is 
scheduled, ODS staff will contact the faculty member via email to request a copy of the exam/quiz. The 
faculty member will forward the exam/quiz with instructions to ODS at least 24 hours before the scheduled 
testing appointment. The ACAF must be given to the faculty member at least one week in advance of an 
upcoming exam or quiz, in order for the student to be guaranteed the accommodation(s). Retroactive 
accommodations will not be permitted in the event the student has failed to complete and share the ACAF.  
 
When students take exams in the Office of Disability Services (ODS), specific policies and procedures must 
be followed. The goal of administering exams/quizzes at ODS is to allow the use of accommodations, while 
replicating the classroom structure. 

 Unless specified by the faculty member or as an approved accommodation, no academic or 
personal items are allowed in the room during the test administration. All student materials, 
including cell phones, will be held at ODS during the administration of the test.  

 Students suspected by ODS staff of cheating, will be immediately reported to the faculty 
member of the course and the test will be terminated by ODS staff. Action will be taken in 
accordance with the College’s judicial policies and procedures (Course Catalog page 53, under 
Academic Conduct and Violations). 

 All students are expected to arrive on time. If students arrive at a later time, the amount of 
testing time will not be extended beyond what was originally scheduled. If students wish to 
reschedule exams/quizzes, all requests must be approved by the faculty member of the 
course. If a student chooses to request to reschedule an exam due to late arrival, the faculty 
member of the course may/or may not allow the exam/quiz to be taken at another time.  

http://www.harcum.edu/odsrequest
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 In instances where students are permitted to take breaks, as a reasonable accommodation, 
students cannot leave ODS or access personal belongings including cell phones. Unless 
otherwise noted on the Accommodations Compliance Assurance Form ("ACAF") time 
allotments for breaks will be factored into the maximum amount of time allowed for the 
exam/quiz.  

 Accommodations for unannounced exams/quizzes are the responsibility of the faculty 
member. 

 
Classroom/Academic: 
 

 Class Attendance: Federal law requires colleges and universities to consider reasonable 
modification of attendance policies if required to accommodate a student’s disability. In 
making this determination, two questions must be answered: 

1. Does the student have a documented disability that directly affects his/her 
ability to attend class on a regular basis?  ODS will make this determination based 
on a review of documentation and through an  interactive registration process with 
the student.  

2. Are attendance and participation essential functions of the class? More 
specifically, would modification of attendance policies result in a fundamental 
alteration of an essential function of the class? ODS will make this determination in 
collaboration, where appropriate, with faculty members. 

The Office of Civil Rights (OCR) has provided the following guidelines to determine 
whether attendance is an essential function of  class: 

 What do the course description and syllabus state? 

 What elements of the class experience are used to calculate the final grade? 

 What are the classroom practices and policies regarding attendance? 

 To what extent is there classroom interaction between the instructor and students 
and among students?   

 Do student class contributions constitute a significant component of the learning 
process? 

 Does the fundamental nature of the course rely on student participation as an 
essential method for learning? 

 To what degree does a student’s failure to attend constitute a significant loss to the 
educational experience of other students in the class? 

 
Students who are approved for accommodations for absences due to a medical condition or disability 
should not consider this a “free-pass”. Such absences may well impact students’ grades, in –class exercises, 
and quizzes which contribute to the final grade and/or written assignments.  Students are still responsible to 
keep up with the reading, obtain class notes/materials, and make up any written assignments or tests he/she 
may miss.  Instructors are not obligated to create extra work for either the student or themselves as a 
substitute for “participation” in class or missed assignments.  This accommodation is subject to a reasonable 
standard and is not appropriate in every circumstance. Students may need to withdraw from courses if 
absences become excessive.  
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 Furniture Requests: Students who need alternative classroom and/or campus 
residence furniture should contact the Office of Disability Services at least four weeks 
before the first day of class.   Requests made less than four weeks before the first day 
of class may delay the implementation of the accommodation.   The Director will 
contact the Vice President of Academic Affairs concerning classroom furniture and 
the Director of Residence Life concerning appropriate dormitory room furniture.  

 Elevator Access: Students who need elevator access can request an elevator key from 
the Office of Disability Services. The elevator key must be returned to ODS on the 
last day of class for the semester. If the key is needed for a temporary disability, it must 
be returned when the student no longer requires elevator access.   

 Note-taking: Instructors will assist in arranging for note-takers for lectures by 
requesting in class a volunteer to provide notes to the student who has a disability.  
The ODS student receiving the notes remains anonymous due to confidentiality 
requirements of the ADA. The volunteer will then meet with the Office of Disability 
Services staff for a brief training on note taking procedures.   

 Alternative text: Students who are approved to receive text in an alternative format 
should make his/her needs known to the Office of Disability Services at the earliest 
possible time prior to the beginning of the semester. A request form will be completed 
by the student. The student must provide a proof of purchase for the textbook(s) 
being requested.  Free Text-to-Speech (TTS) software is available for students’ 
personal computers.    

 Recorded Lectures: Students who are approved to record lectures will sign an audio 
recording agreement and present a copy of that agreement to the faculty member of 
each course in which the recording equipment will be utilized.   

 Deaf/Hearing Impairment requests: Students who need sign language interpreters 
or CART services should make their requests known at least three weeks before the 
beginning of the semester. Requests made less than three weeks before the first day of 
class may result in delayed implementation or the inability to provide the 
accommodation. Sign language interpreting services may be canceled if a student 
exceeds the number of allowed absences specified in the course syllabus.  It is strongly 
recommended that students contact the Director of Disability Services if absences are 
expected to exceed this limit.   Students are required to notify his or her interpreter as 
soon as possible when he or she anticipates an absence from class.  The Director of 
Disability Services will inform students before the cancellation of interpreting services. 

 Assistive Technology: ODS loans a limited number of assistive technology devices  
for a temporary period to qualified students. If approved to receive this equipment  as 
documented on the Accommodations Compliance Assurance Form ("ACAF"),  a student 
must sign an Equipment Loan Agreement Form, which outlines the policies and 
procedures.  

 Personal services are not considered to be academic accommodations. Examples of 
personal services include tutoring, transportation, and attendant care. 
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Field Placements   
 “Field Placements” for the purpose of this document include any practicum, field experience, clinical 
practice, internship, training, clinic or work experiences (or similar) conducted for academic credit. In 
accordance with Section II of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act, 
Harcum’s Office of Disabilities Services is the office designated to work with students with disabilities to 
provide reasonable accommodation so they may enjoy the same benefits, experiences, and opportunities as 
persons without disabilities. Students with disabilities who are assigned to field placements must be able to 
perform the “essential functions” or meet the essential eligibility requirements of the experiences with or 
without reasonable accommodation. Pre-placement inquiries as to whether a person has a disability are not 
permitted. However, a field placement program must determine the essential functions or essential eligibility 
requirements of its own training program so that students can request reasonable accommodation if needed. 
Field site accommodations may vary from the student’s academic accommodations and are 
granted on a case by case basis. Please contact ODS staff to discuss your field site placement.  

 
APPEALING ACCOMMODATIONS DECISIONS 

 
Students who have followed the College's procedures for requesting accommodations and who 
believe the Office of Disability Services or an instructor has denied them a reasonable 
accommodation may appeal the denial.  Students may appeal the denial of a reasonable 
accommodation in writing using an Accommodation Appeal Form within five (5) workdays of 
being informed of the denial according to the following procedure:  

 Students who are denied accommodations by an instructor should submit the 
Accommodation Appeal Form to the Director of Disability Services.  If the Director of 
Disability Services cannot arrange the accommodations with the instructor, the student may 
appeal the denial to the Vice President of Academic Affairs. 

 Students who are denied accommodations by the Director of Disability Services may appeal 
the denial to the Vice President of Academic Affairs using the Accommodation Appeal 
Form. 

 The Vice President of Academic Affairs is located in Room 312 on the third floor of the 
Academic Building  (610-526-6132). 

 

DISCLOSURE AND CONFIDENTIALITY 
 
Student disclosure of a disability is voluntary. Harcum College considers disability- related 
information as confidential material, and it will not become a part of a student's academic record at 
the College. This information will be released only if required by law or with the student's written 
consent. The Office of Disability Services is guided by the Family Education Rights and Privacy Act 
(FERPA), otherwise known as the Buckley Amendment, in protecting each student's right to 
privacy by limiting access to information pertaining to the provision of disability-related services 
and accommodations. A student may request to review the contents of their file when the ODS 
staff member is present. All information in the file is the property of ODS. ODS will retain all 
disability documentation for five years after the student has left the College. 


